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COSHH Procedure 11
Introduction
Powys Teaching Health Board (PTHB) is committed to the health, safety and welfare of its staff, patients, visitors and all users of its premises and services, and its impact on the environment by being pro-active in its management of health & safety.
PTHB has a general duty under the Health and Safety at Work, etc. Act 1974 to ensure, so far as is reasonably practicable, the health, safety, and welfare at work of all employees and other persons associated with its activities. Details of these duties and responsibilities are fully documented within the organisation's Corporate Health & Safety Policy.
Many potentially hazardous substances are used in the organisation, each with their own benefit; however the use of these substances can also put people's health at risk, so the law requires employers to control exposure to prevent ill health. The Control of Substances Hazardous to Health Regulations 2002 (as amended) requires the health board to protect employees and others who may be exposed by applying eight basic steps of good management. These steps are set out in this policy and will ensure the organisation has a robust system for assessing risks, implementing any measures. Originally issued in 2000, this is the third version of the COSHH Policy and Procedure.
2 Objectives  To ensure that the risk of injury or ill health to all PTHB staff that may come into contact with hazardous substances is reduced as far as is reasonably practicable and any residual risks are adequately controlled.  To ensure that PTHB and its employees meet the requirements and responsibilities outlined within the Control of Substances Hazardous to Health Regulations 2002 (as amended) and the Approved Code of  Practice and Guidance 3 Definitions 3.1 Hazardous Substance-any substance which has by its intrinsic properties the potential to cause harm to the health of a person. These can include:
 Substances used directly in work activities (e.g. cleaning agents) 
Assess the Risks
Senior Managers (4.2 above) should ensure that Line Managers (4.3 above) have undertaken the appropriate COSHH training in line with the statutory and mandatory health & safety training programme. This training will enable them to carry out their duties.
Line Managers shall:
 Identify the substances present in their assigned area;  Obtain a manufacturer's safety data sheet for chemicals purchased by the organisation;  Completing and updating the COSHH Risk Assessment Form for each identified substance and ensuring any further required action is completed: (a) How much of the substance is in use or produced; (b) Work practices i.e. how the substance is used (c) Existing control measures e.g. engineering controls such as fume cupboards, personal protective equipment (PPE), etc.
Decide what Precautions are Needed.
The resulting COSHH risk assessment should be reviewed by the responsible Line Manager and the existing control measures should be compared against the recommended control measures. It is also the Senior Manager's responsibility to check that the existing control measures work and are effective.
The COSHH risk assessments should be filed in the departmental yellow COSHH assessment file and should be reviewed by all who work in the department and a signature gained to verify this.
The COSHH risk assessment should be a living document, which the responsible Line Manager should revisit if circumstances change. It should be reviewed every three years or when:
 There is reason to suspect the assessment is no longer valid (e.g. if the substance used changes in composition or another substances is introduced to do the same task);  There has been a significant change in the work process / activity;  The results of monitoring employees' exposure show it to be necessary.
Prevent or Adequately Control Exposure.
Exposure to hazardous substances should be prevented if it is reasonably practicable to do so. This could be achieved by:
 Changing the process or activity so that the hazardous substance is not needed or generated;  Replacing it with a safer alternative;  Use it in a safer form, e.g. pellets instead of powder;
The HSE guidance booklet, Seven Steps to Successful Substitution of Hazardous Substances advises how to replace hazardous substances with safer alternatives. This is the responsibility of Senior Managers. Assistance with this can be obtained from the Health & Safety Manager.
If prevention of exposure is not reasonably practicable, then it must be adequately controlled. The Senior Manager should consider and put in place measures appropriate to the activity and consistent with the COSHH risk assessment, including, in order of priority, one or more of the following:
 Use appropriate work processes, systems and engineering controls, and provide suitable work equipment and materials e.g. processes which minimise the amount of material used or produced, or equipment which totally encloses the process;  Control exposure at source (e.g. local exhaust ventilation), and reduce the number of employees exposed to a minimum, the level and duration of their exposure, and the quantity of hazardous substances used or produced in the workplace;  Provide personal protective equipment e.g. face masks, respirators, protective clothing), but only as a last resort and never as a replacement for other control measures which are required;
Under the COSHH Regulations, exposure to a substance hazardous to health will be considered to be adequately controlled if:
 The eight principles of good practice set out in Schedule 2A to COSHH are applied  The workplace exposure limit for the substance (if there is one) is not exceeded;  If the substance is known to cause cancer, heritable genetic damage or asthma, exposure is reduced to as low a level as is reasonably practicable;
The Senior Manager is responsible for applying the principles of good practice in. The Health and Safety Manager will inform the Senior Manager if workplace monitoring shows exposure levels have been exceeded and any subsequent recommendations.
For carcinogens (substances that cause cancer) or mutagens (substances that may cause heritable genetic damage) special requirements apply.
These are summarised in:
Appendix 1 of the Control of Substances Hazardous to Health Regulations Approved Code of Practice and Guidance L5 (fifth edition) 2005 Some substances can damage the skin itself while others can readily penetrate it, become absorbed into the body and cause harm. The COSHH risk assessments consider the need to protect skin when deciding on control measures.
Ensure Control Measures are Used and Maintained.
COSHH requires employees to make proper use of control measures and to report defects. It is the Senior Manager's responsibility to take all reasonable steps to ensure that they do so. Employees should be made familiar with COSHH assessments for their area, the control measures they should use and their responsibility to report any defects. Items of equipment such as local exhaust ventilation and systems of work have to be regularly checked to make sure they are still effective.
Respiratory protective equipment should also be examined and, where appropriate, tested at suitable intervals. COSHH sets specific intervals between examinations for local exhaust ventilation equipment, and it is the Senior Manager's responsibility to liaise with Estates Department to ensure arrangements for these inspections are in place.
Records of examinations and tests carried out (or a summary of them) should be kept for at least five years. Advice on the frequency of examination and testing of equipment can be sought from the Corporate Health and Safety Advisor/ Estates Department.
Monitor Exposure.
Under certain circumstances the concentration of hazardous substances in the air breathed in by staff will need to be measured. The COSHH risk assessment will indicate if monitoring or exposure may be required. The responsible Senior Manager should liaise with the Health and Safety Manager/Estates Department to determine if any monitoring needs to be added to the annual air monitoring program.
Any records of exposure monitoring will be forwarded to the responsible Senior Manager and copies kept for at least five years by the Estates Department.
Where an employee has a health record, any monitoring results relevant to them as an individual must be kept with their health record. They should be allowed access to their personal monitoring record.
Carry out Appropriate Health Surveillance.
The COSHH Regulations require health surveillance to be carried out under certain circumstances. The Occupational Health & Wellbeing Department will provide advice to managers, when requested on the availability and appropriateness of health surveillance. The COSHH risk assessments can be used as an aid to identify areas where health surveillance may be required.
Health surveillance might involve examination by a doctor or trained nurse, or simple skin checks or a questionnaire by a trained supervisor. Under certain circumstances biological monitoring may be appropriate.
It is the Senior Manager's responsibility to ensure any employees requiring health surveillance are referred to the Occupational Health & Wellbeing Department. If carcinogens, mutagens, or biological agents are used appropriate emergency plans and procedures should be in place. However, the organisation does not have to introduce these emergency procedures if:
 The quantities of substances hazardous to health in the workplace are such that they present only a slight risk to employees' health and;  The control measures put in place are sufficient to control the risk;
Information, Training and Supervision.
There is a legal requirement under COSHH for the health board to provide suitable and sufficient information, instruction and training.
COSHH training should be undertaken on two levels. COSHH awareness sessions are available for all members of staff as part of the health & safety mandatory training programme.
Staff should also undergo local training which is specific to their role and must be focused on the substances which members of staff actually come into contact with as part of their work. Local information, instruction and training should include:
 The names of the substances they work with or could be exposed to and the risks created by such exposure, and access to any safety data sheets that apply to those substances;  The main findings of the risk assessment;  The precautions they should take to protect themselves and other employees;  How to use personal protective equipment and clothing provided;  Results of any exposure monitoring and health surveillance (without giving individual employee's names);  Emergency procedures which need to be followed; It is the Senior Manager's responsibility to ensure local information, instruction and training is undertaken. The basis of the local training would be bringing to the staff's attention the local COSHH assessments and signing to say they have reviewed them.
The information, instruction and training should be updated and adapted to take into account significant changes in the type of work carried out or work methods used.
Monitoring Compliance, Audit & Review
The Corporate Health & Safety Committee will ensure that the policy & procedure are implemented and monitored. This will be re-enforced within localities by local risk management and health and safety arrangements. This document will be reviewed every three years or earlier should audit
